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PREFAC^E 



* In 1975 NCEA publlshed#a collection of essays under the title 
The Principalis Toolbox; A Manual for Catholic Adminlgtrators > 
^ edited by Fr^ Emmet Harrington and Mary Gienzlnski, It applied 
« certaiiv principles and aspects of general school administration to 
the Cathplic school context. Much has changed, and been, learned 
since then on this topic, *It is with this change in mind that 
"^CEA recognized the need to publish a n;^ text for this audience 
written in such a manner so that it could be u#e<i in many diverse 
^learning contexts — ' e,g,, 4 new or experienced principal's in- 
service program, a personal study program of profession development 
undertaken by ^ principal » a college or university training program 
for those interested in becoming principals ±n Catholic schools, etc. 

The Catholic School Principal; An Outline for Action is sugh a 
publication. It suggests those broad administrative contourg with 
which all Catholic school principals need to concern themselves - 
The use of* a checklist fortadt along with issues that m^y be used for 
discussion with many different groups suggests its practical nature. 
It is not exha^istive, but certainly offers an overview of, all those 
basic areas whlcTtMaust be consider^. It is produced in cooperation 
w^th the NCEA Department of In-Service programs. 

The t^xt is written by someone who has broad experience in the 
area — Brother Theodore Drahmann, F,S.C,, President of Christian , 
Brothers College in Memphis, Tennessee, His Catholic school experi* 
ence includes the positions 'of teacher » guidance counseloif/ and 
principal in Chicago and Minnesota, as well as\director o{6 student 
Christian Brothers and supervisor of schools f^f the Christian 
Brothers. For six years he served as superintendent of elementary 
and secondary schools for the Archdiocese of St. Paul and Minneapolis, 
He iwas the**first Coordinator for the graduate program in nonpublic 
schi^ol administratibi^ at the College St, Thomas, St. Paul, 
Minnesota, As the person who served as NCEA liaison with him and 
t:oo;rdiiiated— ^Ivis project, I want to express to -him the appreciation 
. of t^CEA and^all thos^ who will use this manual for the work he has 
done,/ ' , 

I am also grateful to Kathleen T, Stief who typed the manuscript 
assisted with publishing details and to the Communications Cojjnnittee 
of NCEA who'reViewed the material and made suggestions, 

I ' ^' ' ' • 

* / ' 

/ Bruno V, MannO|*^Ph,D, 
. / Director, In-Service Programs and Data Bank 
^„.. / Juii f^, 1981 ' . 
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1. INTRODUCTION- - 

^The Principalis Toolbox , edited by Fr. Emmet Harlrington and Mary 
Glenzl-nskl, and published by NCEA In 1975, has been a significant help In 
the renewal of leadership in Catholic schools land the revival of confidence 
among it administrators. The valuable artlcles^n that publication 
touched on ^any of the principal areas of concern and Interest for 
principals in the post-Vatican II Church, and helped to gul^e them through 
this difficult area of transitions A great debt of gratitude is due to 
^the editors ap5- to the authors who .contributed the articles in the Toolbox . 

But much has happened to Catholic schools^since "1975. The present 
authqr's experience as a principal, as a supervisor for his reli^xbus 
community, as 'a diocesan supeiTintendent of schools, and as a teacher of 
administratipn in a program designed for training private school administrar 
tors has led him to form a collection of "basics", th^t is, a listing of 
fundamental tasks which are thje concern aad responsibility of the leader of 
Catholic secondary and elejnehtary schools. These were developed in conjunc- 
tion with the principals of the archdiocesan schools in St* Paul .and 

■ • ■ • \ 

Minneapolis, as well a& with his students in administration class€^s at the 
College of St. Thomas in' St, Paul, Minnesota. Hopefully, they thus pass the 
test of reality and practicality, and possess the djlstinctiveness which 
characterizes the Catholic school system in the United Statp^.^ - 
The Principal's Toolbox is a book of background reading, with generous 

i 

helpings of "how-to-do-it" advice added to it*. The presefit wcrrk. The ' « 
Catholic School Principal: An Outline for Action , gives a specific overview 
of the tasks of the head of a Catholic elementary -or secondary school in this^ 
.form of checklists of items in the principal areas of ^responsibility • 



A few words of explanation of the various sections of the.foLlovJlng' 

chapters may be useful to the readers. 

> 

^ Each section is introducted by a brief definition of the area and a 

description of the responsibility of the principal in that area. This is 

, fallowed by a listing of the administrative actions to be taken ^by the 

principal, togetjier with the seasoti of the year in which that task. is best 

done. In this section, as in the following^ an asterisk points out the 

■ ' * - 

priorijty items, actions that even the busiest teaching principal should not 

neglect. This is not to say that the remaining tasks are not importapt,V 

but it merely recognized the fact that In the press of the school year, 

there is ^a*lirait to the time and energy of the principal-, and choices must 

be made. 

The' second section (BOARD POLICIES AND ACTfONS) points out the specific 

, s decisions which belong to the board of education which helps to lead the 

^choo^l, and th^ recommended time for these actions. Since boards differ 

widely across the country, this section 'must be interpi^eted according to the 

^ degree of policy-making authority residing in the board. 

The following divisions (FACULTY HANDBOOK and PARENT /STUDENT HANDBOOK) 

suggest topics which should be included in those publications for the 
• t • 

Information of the two groups Indicated. > 

Section V (HELPFUL RESOURCES) attempts to list a* few selected references 
which would be helpful for principals to gain further iJnfonnation in that 
♦ area. Undoubtedly k there are many other publications availabfeV but these 

have proved to be genuinely ^iielpful aids to Catholic school principals; most 
of them are readily available through NCEA or o^her convenient sources. 
Write to NCEA for a complete list of NCEA publications as well* as NCEA 
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Convention cassettes. \ 

T^je final section '(ISSUES), departs, from the precise format of the 
.foregoing sections, and points out th& broad areas where Catholic school 
administration is indeed an art! These are broad questions of policy and 
action where there are no de£:I.nlte answers, educators will always be seeking 
to work out practical solutions to the problems ' they pose. However, princi* 
pals should be aware of these issues and should cry, in conjunction with 
their boards and/or staffs, to hammer out workable - if only tentative - 
solutions to guide ^them in the performance of their duties. Any one of 
these Issues can well be the subject of workshops, faculty meetings, and 
board inservice scissions. 

Readers will note that this publication is written in a checklist 
format. This is intended to help reduce the frustration level which often 
is the lot of a school principal. Manifold responsibilities tend to weigh ' 

M 

upon the administrator, with the feeling that one's, work is never done. 

Perhaps the opportunity to see a listing of specific tasks to be xlone, to 

decide which are to be done, and to have the satisf actipn of checking them 

off when completed will serve to reduce Jhis frustration. THe checklist 

format is also intended to be an'aid to beginning principals, so that they 

can have some ass'urance that they are covering the essential tasks included^ 

in their responsibilities. Experienced administrators, may also find it 

useful as »an "examination of conscience" to be sure that they are "covering 

all the bases'\ even though the author makes no claim to be complete ^nd' 

■ 

exhaustive in this publication. 

Many ^indJTviduals have contributed to t^hls publication, and it would be 



impossible to name them all. The author is particularly indebted to his 

/ 



colleagues in the National Catholic Educational Association, especially, the 
Washington staff and his fellow administrators in th^ department of Chief 
Administrators of Cathqlic Education CCACE)/to his conferreres on the 
National Education Council of the Christian Brothers, and to his student and 
faculty colleagues in the NEW DESIGN FOR SCHOOL LEADERSHIP program in non- 
public school administration at the College of St._Thomas in St. Paul with 
whom he served before accepting his position m Memphis. A special word of 
tribute is due to the warm and* supportive group of principals of Catholic 

4 - * 

Ik 

grade and high schools in the Archcl|(^cese of St. Faul and Minneapolis, whom 
he had the privilege of serving for six years as superintendent. 

■ 

^r Other Theodore Drahmann, FSC 
Presid^t 

f " ^ ^ Christian Brothers College 

^ ^ Memphis, Tennessee 
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2. THE PRINCIPAL AS LEADER 

The principal is the key to a quality, school. The quality of a 

principal's leadership is affected by the vision, knowledge, competence, and 

personal qualities of the person who holds that position. The principal 

leadership is a blend of managerial skill and the dynamism which is able to 

move others to perform well and to grow. These qualities may be as diverse 

as are the human ieings who possess them; however, the following items 

• J" 

provide a listing of basic tasks and responsibilities which should be carried 
out by all principals. ^ . 

I. Administrative Actions to Take - ' Season 

* , 1. Has a clear, specific job description 



_2. Knows and communicates with superiors and other educa- 
tional leaders in the area 

^3. Is aware of one^s leadership style 

^4. Seeks regujlar evaluation from board and staff 

Has an annual program ofr personal and professional 
improvement (retreats, courses, workshops, conven- 
tions, etc.) 

_6« Is a member of a professional administrator's 
organization; attends its meetings ' 

_7. Reads some professional literature regularly 



^11.* Board Policies and Decisions 

* * 1. Hires principal 

* '2. Clarifies relationship with .principal 

* 3, Approves principal's Job description 

^4* Evaluates principal annually 



Winter 



Winter 
Winter 
Winter 
Winter 



Faculty Handbook , • ' ^ ' 

1 > Cpntalns administrators' job description ' 

^ 2 . States the educational and Church authorities to 
which the school Is^'accountable (Board , Supt . , 
Bishop, etc.) 

^3. Clarifies decl^lon-maklng procedures in the school 

A . Contains appropriate excerpts from and references 

to major sKiateinents *by educational and Church leaders 

5 V Refers to major sources of research' regarding current 
educational pi;actlce 



Pa rent/Studen t. Handbook 

— ) — 



r 



1. Outlines authority structure In the school 

* (Board, Supt., principal, 'etc.) 

^ 2. Notes the educational and Church authorities to 

which the school Is accountable 

3. 'Contains excerpts from and references to appropriate 
major statements 9f' educational .and Church leaders 



Helpful Resources 



^1 . State Department of EclUcatlon publications and 
personnel * / 



1. District supervisors . _ 

_3* • Journals and publications from: 

American Association of School Administrators 
Association for Supervision and Curriculum Development 
. National and State Elementary Principals Associations 
Phi Delta Kappa ' , 

Elelm, Stanley (ed)- A Oecade of Gallup Polls of Attitudes 
Toward Education , Bloomlngton, IN: Phi Delta- Kappa, 1978. 
(Se>e also annual surveys published each year In Phi Delta 

^5. Administrator Percelver (Selection Research^ Inc., 2546 
South 48th, P.O. Box 6438, Lincoln, NE 68506) 

_6. Diocesan Principals' Handbooks 

6 . 



_?! ' DoctQral Dissertations on. Catholic Education I9,6»rl975 . 

Wishing ton,. DC: Natiojiajl Catholic Educational Asioclatlon, f975 

8. GlenzinsHi* Mary .and Harrington, Emmet, The Principalis • • * 
Toolbox . Washington, D/C.t National Catholic Educational 



^\ . ^ ^ Association, 1975. 

; \ 9.- Greeley, ^drewj Catholic/St^ools in a DecllniftR Church « 

' * • Kansas City:* Sheed and Ward, 1976 . ^ 

10. Media .and Catechetics "Today « Washington, D.C. : National- , 
" "CatholVc Educational Association, 1280 * 

11. Publications of^ the National Caphcilic Educational As^ciation, 
, ' .( Momentum , Alive , NCEA Notes , etc.) * , ^ 

12. . National Cqnf cfrence*o£ Catholic BisKopa-. To Teach ^s Jesus 
" ^ ^ Did* Wasjiington* D,C. : United States Catholic 'Conference i 1973 

lit §acrBd Congregations fj&r 'Catholic Education. ^ The Catholic 
* ' Schopl. Washington, D.C.: United States Catholic Conference, 

> T977~ , • ' ^ :\ 

- ^ -i :4r. SKarlnR thg tl^Kf gf^ Fatthr Uartona^l "Catechet^ar Dltfecrory . 

Washington, D.C.: Uoited ^States Catholic Conference, 1979 

Ji. Ihould We glerMore Assertive About' OUr Christian Values? • 

".Washington, D.C.: National Catholic Educational Association, \. 

16. Today's Catholic Teacher . (Monthly). Dayton, Ohio: Peter Li, Inc. 

VI . • fssues ' ' " . ^ * % 



1 , Is the principal a manager br leader? 
^2. WhatvShoul4 ^ principal read? * 



j3. . How miioh freedom of action! should a principal have? 



* How should a principal be accpuntable? To whom?, 

5. To *hat extent ite leaders "born", to what extent are they' 

■/ -"made"? . . ^ . ' ' ' 

H . , 6> What is the ideal* relation^^ii^) between principal •and board? 

7. What are the essential qualities of an effective principal? 
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3. THE PRINCIPAL AS RELIGIOUS LEADER 

The principal of a religious schoc^ rias unique leadership respdlTslbllltes 

\ ' ^ 

with regard to the life and growth of 'the faculty and students of that school* ^ 

The principal must be a person of faith and attachment to Christ, loy^l to ^ 

the Church, and possess a general understanding of the process of religious . , 

growth. There must be a grasp of the conteiU^ and methods of religious Instruct- 

tlon, together with a knowledge of current resources for teacher^ and students < 



The ability to Inspire^ and unify the faculty wlt>^^^re;^*jrd to t 
mission of tbe. school 'must also be present. 




llglOl|S 



I* , Administrative Actions to Take 



1*. Prepares <or revises) a school phlfosophy 



wli:h speclfl^rellgtous^ elements . * 



^ ■*] 2. 'Hires teachers who ^can contribute to the 

rellglouS mission df the scho(^l 

^3. Provides teacher liisei^lce"^forN^^th growth 

* ^4* Supervises religion curriculum and texts 



* Sch^djiles liturgy, retreats, and prayer 
; es for staff and students 

^6. Hls^S^ellglon teachers who are adec^uately 
■prepared* . ^ 

J . Schedules the parish clergy Into the life 
of the school * . ' ^ ' ' 



8. Publlciz 



^ and expl^ns the rel^ion program 



_9. ''Schedules the special components of a ^, 
religious growth program: 

\ 

a* Sacramental preparation 



b*. ChrJ^stfan service •progr^ 
c* Family life program 



SeasQji 



Spring 



Fall 

Spring 

Fail 
Fall 

Fall 



d.' ybcations program 
e* Social Justice 



10.^ Seclects appropriate evaluation tools 

^11. Has a process for aiding teachers to integrate 
religious principles into the, curriculum 



Season 



Spring 



II. Board Policies and Decisions 

* t. Sets faculty religious qualif icatlofts 

* 2. Sets^ policy foFlvon-Catholic teachers and students 

* 3. , Approves famiPy life program 



Illd' Faculty Handbook 



I 



i 



1. Religious expectations of faculty 



_2. Calendar <?f religious activities and inservice 
^3.^ Class prayer policy 

Si 

^4 Summary of . religion program" 



•IV. Parent/Student Handbook 

Summary of religion program 

2. Summary of special programs: 

- a.# Sacramental preparation 

' If. .Family "life 



Chrlstl&n service 
d. Liturgies. and prayers 



o 
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V. Helpful Resources 



1". Barrett, ^Msgr. Francis X., and Olsen, Bro. John^D. Guidelines 

foV Selected, Personnel Practices In Catholic Schools: Parts. I 
and II . Washington, DjC.;» National Catholic Educational 
Association; 1975 . ^ 

^ 1. Xiatechlsts Never Stop Learning . Washington, D.C.r National 

Catholic EdQcatlonal Association, 1972 



_3. CathoAlg Education: An Overall Vlew > Washington, D.C.: National 
Catholic Educational Association, cassette^. 
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5. 



Cdntemporary Issues in^ Catholic High Schools ,* Washington, D.C.: 
NaC^ional Catholic ^EHucatlonal Association, 1981 



Catholic ScKools in America , Washington, D.C: Notional Catholic 



Education^ Association and Englevood, CO: Fisher Publishing Co.-, 
j published yearly 

r ' * ^ 

i Falth Cottmunityi , Washington, D,C.:^ National Catholic Educational 
j Association, cassette 

'Gllmouh, .F^ter. Praying Together . Winona, MN: St. Mary's College 
|Press/lV78 ' * 

: GivlnR Fomrt^i Che Visioni The Pastoral in Practice , Washington, 
D,C\'i^National Vlatholic Educational^-4§$ociation, 1974 (Available 
in four sections: Adult, Elementary, Secondary, Policy-Making) , 

_^.\ Ecar the Wotdt Shkra/thft Word, Guide Your People , Washington, 
D.C: National Catholic Educational Association, 1978 
' . ^> ' . 

_10. He^ines^y, Slitter Rose Marie, OP, The Principal as Prophot , - 

Washington, D.C: National Catholic Educational Association, 1978 



11. 



12. 



I Relieve in God . Washington, D.CJ,; National Catholic Educational 
Association, 1 

McBride<, Rev* Atfred/ Evangelization; The Mission and Ministry 
of Catholic Educators . Washingpon, D.C: <{7ational Conference of 
Directors of Religious Education, 1978 



13, National Conference of Catholic Bishops, To Teach As Jesus Did , 
^Wastiington, D.C': UnitediStates Catholic Conference, 1973 



14. 



Quallllts. an4 Competencies of the Rellgl'on Teacher . Washington, 
i).C.: Nationar Conference df Directors of Religious Education, , 
1973 ,. - " 



■6 
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_15. Publications of the National Catholic EducatixjftaT'Association 

"1 (Momentum , Alive , NCEA Notes , etc*) 

_16., Sacred Congregatioa for Catholic Education. ' The Catholifc 'School , 

• Washington, «DtC. ^ United States Catholic Conference, 1977 

_17. Sharing the Light of Faith: National Catechetical Directory . 
-Washington, DtC: United States Catholic Conference, 1979 

_^18. Smith, Thomas. Religi'ous Education Requirements and Recommenda- 
tions for Teaching Personnel in Catholic Elementary Schools . 
Washington, D.C.: National Catholic Educational Association, 1978 

_19.^ Today's Catholic Teacher . (Monthly). Daytbn, Ohio: Peter Li, Inc. 



20- Van Merrien6oer, Edward, et al. Seeking a Just Society; An ^ ^ 

Educational Design . ' Wa sh ing ton , D . C . : NtfEiona 1 ^ a t ho 1 ic 
^ Educational ^fisecXation, 1978 ^ 

^ 21. What Makes A Catholic School Catholic? Washington, D.C.: ll^tional 

< Catholic Educational Association, cassette ^ 

• • > 

**VI# Issues . - \ 

— = ♦ 

1- How **holj»^^ must a principal be^ 

2. Should a parish school 'principal belon^g to'that parish? 



^3. Should non-Catholics be hired to teach in a Catholic school? 

^4. What Is ^i*e-Telationship between a teacher's personal 
religious life and his/her role in a religious school? 

^5/ How does one balance content and experience in the 

\4religi0us instruction program? ^ , ^ 

6. Should Mass attendance be required? 



7- What is an effective program in Christian sexuality which 

is acceptable to parents? 

^8. Hov can Christian social principles be properly inc]p.uded 

In the life and the curriculum o'f the school? 

_2.9. Ho« does one develop a consensus among faculty of varying 
religioys 'philosophies (e.g., liberal, conservative)? 
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THE RRIMCIPAL AS LEADER OF 'FACULTY 'AMD STAFF 



The. principal is the leader of the adult community of faculty and 
staff which serves the studfent body of the school. " This is in matiy respects 
the most significant aspect of the role of the principal, since it is the 
adults, in the school who mc/st directly affect the students and aire responsible 
for the growth of thes^ young folk for whom the school exists. ^As leader, the 
principal has respoiTsibilities for, employment , procedures » faculty and staff 
communication and mora^e» as well as in-service. The principal also a^cts as 
the liaison between the faculty and staff with the board, pastor, parents, 
and the coonnuni'ty outside the school. r\ 



Admililstative Actions to Take 
"" — J 



"Season 



^1. Recruits, interviews, hires teachers 
2n Orients new faculty 



Supervises and evaluates teachers and staff 

_4. Recommends contract renewals and dismissals 

_5. Publ}.shes (revises) faculty handbook / 

h 

ScHedules faculty meetings ^ ^ 
7. Provides faculty inservice 



ZZ.. Board Policies and Actions 



* 1, Sets -teacher qualifications' 

* 2, Publishes an appeal process for grievances 

* 3 > Adopts personnel policies 

* 4. Sets salary schedule and fringe benefits . 

\ 5. Approves" contracts, dismissals 



Spring 
Summer 

Spring 

Summer^ 

Fall 



Winter 
Spring 



III. Faculty Handbook 



I. Personnel policies 



* 2, Salary schedule anil fringe benefits 

*^ * * 3. £valuatioi\ procedures 

* 4 . Grievance procedures 

S. Contract dates 



IV*. Parept/Student Handbook ^ 

1 > List of teachers 
* 2.^ Procedure for contacting teachers 



V* Helpful Resources . ^ 



J 



_L Augenfl tein , Jo hn J. A CMlahcrattve Approach tOL 



'Personnel Relations . Washington^ DX.; National 
Catholic Educational Ass'ociation» 1980 

, 2.^ Barrett, Msgr. Francis X,, Olsen, Bro. John D. Guidelines 

for Selected Personnel Practices in Catholic Schools ^ Part I . 
Washington, D.C.: National Catholic Educational Association^ 
1975 ^ - ^ ^ 

^3. "Harrington, Rev^. Enmet, and Glenzinski, Mary* The Principal's 

— Toolbox . H/ashington, DX*: National Catholic Educational ' 
Association, 1975 ' 
• ^ 

4 J (Quality Selection Process , a guide for recruitment, interviews,' 

hiring and orientation of teachers for Catholic schools 
(Toledo Catholic Educational Services, 436 W^ Delaware, Toledo, 
. OH 43610) . ' ■ 

5, Sharing the Light of Faiths National Catechetical Directory * 

^ Washington, DX.: United Statei Catholic Conference, 1979. 
Chapter 9^1 * ^ 

6. Selection Research, Inb. (2546 South 48th, P.O. Box 64J 



Lincoln, NE 68506) has devbloped a structured interview^rocess ' 
ojg identifying applicants with desirable teacher qualities. 

7. Teacher As Minister D^ily Plan Book , Washington, DX. : National 
Catholic Educational Association, published yearly ' <^ 



Unionism 1ft Cafchollc Schools . Washington, D*C*: National 
Catholic Educational Association, 1976 



How can good teachers *be Identified? 

What Is a fair process for dismissing a teacher? " 

What Is the point where a poor teacher >inttst be .dismissed 
to assure the right of students to ^ood education? 

How can a grievance procedure be 'best catrled out? 

What should a principal, do about teachers Involved 
JLn objectionable life styles or practices: invalid 
marriages, gay, abortion, ,d^ugs, • etc.? 

What is the place of ynlons in Gathol^ic schools? 



\ 



» r 
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5 . THE PRINCIPAL AS CORRICOLUM LEADER 



The principalis role as educational leader ^Is the key to the st^ccessful 
operation of the school. Along wl^ hls/lUr work In the areas of selection, 
supervision, and Ineerylce ofifacuX»t^, the.jaanageisent of the, school currlcu- 
lua Is crucial to the task of edupa£lonal leadership a^ such. Although the 

principal may delegate currlcului;i mattei^s to other administrators, department 

• 

chairpersons, and Individual faculty members, It remains true that final 

responsibility for the Instructional process remains with the head of the. 

school. • * 

I, Administrative Actions to Take* . ? * Season 

* , Knows the scope andP sequj^rce of the present 
curriculum ^ t ' " 

* Z** R^Bvlews curriculum In relation to school * 

philosophy and needs of present students 




_3. Reviews curriculum In terms of faculty 
expertise" dnd presi&nt schedule 

J*. Appoints curriculum coordinators and * 
conanlttees as needed ond suitable to * 
the school 

' y 

5. Involves faculty mat^r^al8 selected 
and purchased • , 

• • » 

6- Coordinates curriculum wtth high schopls to 
l?e attended by present students (or) by 
• feeder grade scTtUbls 



. Reviews teacher lesson plans as needed 



Provides for continual curriculum evaluation 
and revision 



9. Keeps abreast of general ^itrrlculum trends 

0. Provides forv^ntegratlon of Christian 
principles' Intir-the curriculum 



SprlAg 
Spring 

Summer 
Spring 



ERIC 
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II. Board Policies and Decisions 



^1. Is Informed by principal of school curriculum 
in g.eneral , 



» 2t May be a^k^d to approv^ significant 
^ curriculum changes ^ 

* ^3t May be asked to approve curriculum in 

sensitive areas; religion program^ 
Christian s,exuality 

• HI. Faculty Handbook 



_1. Responsibilities for implementing present 
curriculum 

2, Responsibilities for evaluatJLon, revision^ 
and development of curriculum 

3. Philosophy and general outline' of the school* 
curriculum 

J^^ Recommended resources and professional 
memberships 

_5. Procedures for selection and purchase of 
curriculum materials 



V 



* 6, Inventories of equipment* AV materials* etc** 



IV. Parent /Student Handbook 

1. Philosophy, purposes, scope, and sequence 

of school curriculum • ' 

* 2. Lijrcing of textbo'oks in use' 

/ 

3. Procedure for parent involvement and input 

into curriculum 



^VtV Helpful Resources ' ^ 

1. Vision and Values in thp Catholic School (entitled Toward A 

Catholic Value-Orierfted Curriculum during the pilot of the 
project)* Information available through NCEA or Grolier 
Educational Services, 707 Westchester Avenue, White Plains, 
NY 10604 ^ 
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.2^ Diocesan curriculum guides 



/ • 

i\ Per 



Periodicals: 

a. ^tomentlm ^ • 

b. To^lay^s Catholic '^acher 

4. Local college curriculum specialists and diocesan ' 
supervisors 

5* Textbook publisher representatives , , 

6. v^Sta^e departments of education and local pybllc 

schopi curriculum specialists » « 

7. Journals and other puHlicatlons of-^he following associations: 

Association for Supervision and Curriculum Development 
State and National Pi/lnclpals' Associations 
^ American Assoclatlor/ of School Administrators 

^ Phi Delta Kappa 

8. Coping with Doctrinal Development s Washington, D*C*: National 
Catholic Educational Association, cassettes 

* ^ - _ 

9* Curriculum Guide for Health Education: Nutrition ^ Washington, 
D.C.: National Catholic Educational Association, 1975 

10. Differentiated Patterns of Education In Catholic Elementary 
Schools. Washington, D.C.: National Catholic Educational 
Association, 1973 

11 . Directory of Catholic Special Facilities and Programs In the 
US for Handicapped Children and Adults * Washington, D.C.: 

^ National (J^thollc Educational Association, 1979 ^ 

12 . Focus on American Catechetlcs: A Commentary on the General 
Catechetical Directory ^ Washington, D.C.: National Catholic 
Educational Assoclatilon, 1972 

13. Hov to Teach Christian Morality . Washington, iX.: National 
Catholic Educational Association and Catholic Television 
Network TV Video Cassettes 

* 

14. Individualized Instruction for What ? Washington, D.C.: National 
Catholic Educational Association, ^assette ^ ^ 

15. Recognizing and Helping the Learning Disabled Child in Your 
Classroonu Wa5hington> D>C>; National Catholic Educational , 
Association, 1978 

16. Sharing the Light of Faith - The National Catechetical Directory 
Washington, DX.: NCSA and Catholic Television Network Video 
Cassettes ^ . 

• 17 I 



VI* Issues 



.J 



_1. Hqw can Catholic Christian. principles be t^^ly integrated 
into the entire curriculura? 

^2. To what degree should schools go "back to the basics"? 



/ ^3. How broadly should we understand the term "curriculum"? 

' Should curriculum be tightly planned and structured in 

^ I ' • the fonrf of specific activities » or should it be laid out 
^ I 0*8 a framework from which many types of experiences aife 
possible? 

5. How much should a principal "control" the curriculum? 



^6. Is integration between the curriculum of grade schools 
and high schools possible? ^ 

7. What, is a "quality currffculum"? * 



How can a principal be;. both the building administrator 
and the curriculum manager? 

^9. When cutting ^curriculum programs, how are priorities 
determined? . 




* ' 6 . THE PRINCIPAL AS PUPIL MANAGER 



The principal has overall responsibility Jfor th^ life of the school 
and for the general welfare of ^he students who attend. These responsibili- 

> 

ti^ include traditional , matters such as attendance, discipline, health, 
safety, and playground supervision, as well as more contemporary problems 
resulting from family disorders, drug abuse, ai^ gf)Dwing legal restrictions* 

K 

I. Administrative Actions to Take 

* 1* Set absence and tardiness procedures 

2. Establish and -review a discipline policy 

3. Establish and review a homework policy 



4. Select grading and reporting .procedures 
_5. Establish and maintain dress guidelines 



_6. Provide for hallway, lunchroom, and play- 
ground sjjpffervision - • 

7. Provide '^a policy on drug abuse and smoking 

^8. Provide counseling and guidance services 

9. Provide health services and procedures 



_10. Know referral agencies^ for problems which 
the school cannot solve 

Maintain adequate records 

,12. "^Establish procedures for suspension, 

expulsion,^p?bmotion and non-promotion 



as on 



Fall 
Fall 
Fall 
Spring 
Sprdng 

Fall 
Fall 



Fall 



II. Board Policies and Actions 



1. Sets age of admission 



admf^s 



_2. Adopts a policy of non-discrimination in 
admission h * 



19 
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' 3. Sets policj^ on drpss guidelines 

' A. Approves a jgrievance process for students 



I 



III. Faculty Handbook 



_1- Discipline policy and procedures 

■ 

^2. Homework policy 
^3. Tardiness and absence procedures 
'flayground and lunchroom duties 
^5. Policy on "drugs, alcohol, and smoking 



_^6. Uniform regulations, enforcement 



IV. Parent/Student Handt/ook 



1. Attendance procedure^ 
^2. Discipline policy and procedures 



* 3^ Homewoplf expectations ' 

* 4, Sp^ial regulatiot^:,,,^ugs, alcohol, smoking* 

* 5. Uniform reg\ilations . ' 

6^ Promotion and non-promotion policies 

V. Helpfui Resources 





l? NStudent As Diciple Complete Kit > Washington, D.C*: National 
tholic Educational Association, 1980 

1^ - Creating an* Early Learning Center in an Unused Building s 

Washington, D«C.: National Catholic Educational Association, 
1972' . > ^ . 



r 
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Issues ^ * ^ ■ # ■ • * 

U What is a fa/r and # effective policy on: * ^ 

a, hgjnework? ' . - 

, discipline? ' - ^ 

^ c. attendance? . 

' « * * * 

2. How long should a Catholic school retain st<jdents 
who ar.o^ serious discipline problems? 

_3. When can conduct outside school affect' a student's 
status in a Catholic school? 

\ 

_4. How can students with drug and alcohol problems 



best be helped? 
6. Should the teachers or the principal handle 



discipline problems? ^ 
f 6. Is corporal punishment suitable in Cathplic schools? 

7 Vl-' *■ ■ 

JJ , Tpw can teach^rs'with poor con tol lover their 
^ clas&rooiQS be aided? 31^ 

^8* ^^il^ can a principal ensure the enforcement of 
^ school rules by all ••teachers? " 



4 

■ 



, . ' • ' • 212.7 
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RINC^EPAL AS FINANCIAL LEADER 



^ ^ In all schools tl\e principal has specific finanflni responsi1)ility ^ 
although the scope may differ according to the extent to which othersj^hare 
that responsibility, i»e», board, pastor, parish finance coromit^ee. The 
lisfing below indicates a rather complete listing of the financial duties 
ad o7 a 



of the head 



Catholic school; the principal must at least be aware that 



these are to Be (ione by others if not by hlm/heVself . It is^vident that 

) ' ♦ 

there be a wise use of financial resources and ^n ^ccuraj:e, clear accounting 
for them. ^ ' ^ ^ 



l*y Adtttnistrative Actions to Take - ^ 
1 . Initiate the budget-planning process 



2. See that tuition, salary, and other budget 
^ decisions ar€f made 



3* Pr<^;ide regular financial reports to board 

Ensure careful financial recox'd-keeping 
5* Ensure prompt tuition collections 
6. Ensure prompt payment of outstanding bills 



Arrarfge for investment of surplus school 
funds on a short-term or long-term basis 



8, Organize fund-raiaing program 

9'. Provide for budget revision ^ 

10. Control' the budget ^ 

* LLi^_Crlvft^^jiuaLiiinanclal^i:epoj!Jt^Q 



^12.. Provide schola^hip funds to aid' needy students v 
_13- Involve staff in^ budget-planning ^ * 

Ji^^', Publicize^cholarship opportunities - *' 



Season 
Winter 

Winter 



Spri^ig ^ 
Spring, 



„Sprlng_XorX 
Frfll 



Winter 
Spring 
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15* Develop a lof^g- range financial plan 

* 

II* Board Policies and ^Decisions 



* I* Approve tuit^n, salaries, benefits, and 
* ' budget 

1. Approve collection policy of overdue tuition 



^3. Approve fund-raising program 



J** Appi'ove final financial statement for 



* 5. Work witK principal (throug'h finaltic^ committee)' 

^ in deve]U)pment of budget 

^ ■ 



III* Faculty Handbook 



Salary schedule, benefits, pay periods, 
deductions \ y 

• ' O 
Purchase authorization and purchase 
procedures ^ * * 

3* Summary of school budget and financial 
report ' 

A« -Staff involvement in budget-plannfng process 



^5. Tuition policy for children of faculty and 
staff 

V 

Policy on classroom collection? and sale of 
materials to children 



* 7* Process for approving the imposition of 

additional financial requirements on* students 
by* individual teachet^^^, e.g«, requiring '"the 
- purchase-of -9pecial*materials> -additional 
books 



Season 




Spring 

Spring 
Fall 



Winter, 
Spring 



ERJC 
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IV* ParenC/Student Handbook * - 



I* Tuition and fee ;3chedule and payment plans 



' 2>^' Schjool financial report 
3* Scholarship opportunities 



^4. Scho61 fund-rafsing program 



TV. Resources 



ERIC 



1. NCEA Data Bai^k. Catholic Elementary Schools and Their 

Fitiances 1980 > Washington, D.C.: National Catholic Educational 
Association, 1980* Issued annually or bi-annually 

^2. vJ^CEA^Data Bank. Catholic Secondary Schools and Their 

Finances 1980 * Washington, D*C.: National Catholic Educatftnal 
- Association, 1980* Issued annually' or bi^annually i 

i 3* Harrington, Rev. EmmBt, and Glenzinski, Mary. . The Principal's 
Toolbox* Washington, D.C: National Catholic Educational 
Association, 1975 

, 4 . Ndtional Conference on CathtfTlc School Finance * (Proceedings 
^ of the 1974, 1975, and 1977 conferences) Washington, "D*C. : 
«^ National Catbollc Educational Association . 



4 



J 5. Accounting Manual for Catholic Elementary and Secondary Schools . 

Washington, D.C: National CaVhollc Educational Association^ 
. , 1969 X ^ * . ' 

. 6* Moroni, Bro. J. Alfred, FSC* An Accounting Manual for 
, ^ Elementary and* Secondary Schools * Washington, D.C; Natlondl 
Catholic Educational Association, 1969 * 

|_7. Catholic School Management Newsletter * 24 Cornfield Lane, 

. Hadlson, Connecticut 06443 

- ' '^S * Ac'coudtlng for Independent Schools' ! Boston, MA: National 
^Association oL Independent Schools^ f969 

\ * * * 
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VI. Issues 



^1. How much tuition can Catholic parents^ afford^ to. pay? 



^ 2. What Is the Ideal *'mlx" of parish subsidy and 

student tuition? 

3 > 'What are effective and appropriate fund-raising 
projects for Catholic schools? 

Should Catholic schools have development directors? 



Should Catholic schools be completely self-supporting 
(no parish or diocesan subsidy)? 

3* How can and should inner city Catholic schools be 
financed? . <k 

J i What is^ a "just wage'* for Catholic school teachers?. 



_8. Wl\at will be the effect of continuing high inflation 
on the future of Catholic schools? 

How lire priorities established when budget cuts are 

to be made? , * . * 

10. How should parish funds for education be divided between * 
the School- and the non-school programs? ' * 

I 

11 • What is the best working relationship between the 

principal and the board's finance comnittee? Between the 
fioard and the parish , finance committeis and/or parish 
council in budgetary matters? 



25 
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.8. THE PRINCIPAL AND THE SCHOOL PHILOSOPHY 

* V * 

Each school should have a written statement* of its philosophy, including 

the beliefs, values, goals, and objectives that inspire its educational pto-" 

grams. The statement should express the identity of the religious school 

and the views of the staff and parents regarding the means which help human . 

and religious growth, the natute of learning, the setting for learning, and 

* • ■ 

citizenship in our jiatioa- ' ^ 



I. Administrative Actions to Take 



_1« Adopt a process^ for formulating (or updating) 
the school philosophy * 



'** 2. Use the philosophy when hiring, orienting, 

^ and evaluating staff 

* *- » 

* ^3. 'Relish the philosophy to the pastor, staff^ 

.board, pl^rents, parish, and students ^ 

^ * \ 

Review the philosophy yearly with the faculty 



II« Board Policies and Actions 

* 1. Require a phil«sophy statement 



2. Approve the philosophy statement 

3. Rev£ew the pliilosophy statement annually 



III'. Faculty Jiandbook 



_1. Statement of philosophy ' 
2. Expectations regarding the philosophy 



Season 
# 

Spring 



Fall 
Fall 



Fall 
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Parent/Student Handbook 



* 1* Br'iefi simple vj|tslon of philosophy* statement 



Help^u 



1 Resources 



■1 ■ • • . 

The following publlcatlcms* will be of h^lpdn the process of formulatllng 
a school philosophy statement* 

For assistance fi.n determlnlfijg the content , It Is recommei^^ed that the . 
or contemporary docximents on Catholic education, be consulted:* To 
h As Jesus Did , The Catholic S.ctiool , Sharing the Light of Faith . 

' .' ' 

^ I, Harrington, Rev. Emmet, and Glenzlnskl, Mary* Th^ Principal's 
^ Toolbox. Washington, D.C.: National Catholic Educational* 
Association, - 1?75 . • 

. , 2* Giving Form to the Vision * Washington, D.C.: National Catholic 
Educational Association, 1974* Available in four sections: 
Adult, Elementary, Secondary, Pollcy-Maklng ^ ' 




Issues 



^^Does a philosophy statement mal;fe a difference? Can it? 

jt/^ How much consensus is needed among a staff regarding thd 
philosophy statement? 

3. Should a philosophy statement Include goals ,* objectives, and 
programs? 

4. How much ^bould parents, board, and/or students be involved in 
the process^ of forming (or revising) -a phl^sophy statement? 

« 

_5. How can the philosophy statement be helpful when hiring new 
teachers? ' * * . 
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9 . THE PRINCIPAL AND BOARDS OR EDUCATION 
It has been said that one, of the prime duties of a Catholic schooT 

V 

T)rincipal today^ is the "care and feeding" of the board of education. Because 
boards are rather new in the operation of Cf^tholic schools > this responsibility 



is not alwa^^_j:;eC^)gntzed*. Yet it is increasingly true that the leadership of 
Catholic education must be shared wltH paTOnts and the broader consnunity 

4 

through the medium of boards of education* Such^ would be an authentic living 
out of the teachings of Vatican/ II regarding colleglallty and snned\decision- 
making. 

The respective roles of principal and board members are often not clearly 
defined I and there must^be continuing «ef fort ^to spell out the areas proper to 
each. In this regard^ it may^e helpful to note that the pr4.ncipal is the 
leader of the board (inltlat/r'of educational policy); the teacher of the 
board (guides board development and f umishes necessary information) ; the 
1^o*tivator of the board (inspires and challenges board members to growth in a 
sense o^ the mission oi Catholic ediication) ; and - where the board has final 
policy decisions - the employee 6f the board. 



the employe 




I. ^Administrative Actions to Take _ J Season 

* 1. Begin a board if. one is lacking 

2. Provide in-service for the board 



• « 



* 3. Present policy matters for act:ion by the board 

* - Provide regular information on. school matters 

to the board 

* * 5. Assist in agenda preparation for board meetings 



j5. Present regular financial statements to the board 



^ . Assist in tl\e preparation of the annual 
board calendar - * 



•8. Provide for orientation of new board members 



* "9 ". kecdamend school personnel for hiring* 
II* Board Policies and Decisions 



_1« Review constitution and policies annually 
2. Adopt regular program of board in-service 



Consider membership in the National Association 

of Boards of Education (NABE) - NCEA 

■ 

4< Hire and evaluate the principal < ' ' 



5^ Clarify relationship to parish council, to 
parent association^ to pastor, to diocesan 
education office, and to diocesan board of 
education * * 



— 5* X^onduct annual evaluation of itself 



Season 

Summer , 

Summer 

Spring 



Fall — ^ 
Fall 

Fall i 

< 

Winter. 



Spring! 



Ill, Faculty Handbook 



_1« Kature, authority, and membership of bpard 



Relationship of faculty to the board 
(teacher observer) 



3. Board policies which affect the faculty 

4. Grievance procedure for ftppeal to the board 



IV. Parent/Student Handbook 



* 1, Nature, authority, an<f membership of the board' 

* 2. >^ Procedure for parent communication^with the ^ 
/ boar^ 



loard 

4' 
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3. Election procedures 



* 4- Date, time, location of board meetings 

* ^5. Distinctive roles of^ pastor, prlnclpcfirv 

council, board, and parents association 



V. Resources 



ERIC 



1. Ach 
Wa^ 



hlevlng Shared Reppnslblllty In the American Church , 
hlngton, D.C.: National Catholic Educational Association, 1977 



__2. An In-Service Program /or Catholic Education Boards . Audiotapes 
y and videotapes, narrated by Sr. Mary Benet McKlnney, OSB. 
Waning tbn, DrCTr Na^ljpnain\Yso elation of BoarBs of Education 
(NCEA) 

_3 Board Manual for Catholic Schools and Rellgloui^ Education Programs 
Spokane, Washington: Office of Education and Religious Education 

Glvlrig Form to the Vision: Education Pollcy-Maklng ■ Washington, 
D.C.: National Catholic Educational Association. Available In 
four sect;lons: Adult, Elementary, Secondary, Pollcy-Maklng 

h 

_5. Glenzlnskl, Mary, and Harrington, Rev. Emmet. The Principal's 
Toolbox.^ Washington, cP-C«: National Catholic Educational 
Association, 1975 . , 

__6. Harper, Mary Angela. Ascent to Excellence in Catholic Education; 
A Guide to Effective Declslon^Maklng , Washington, D.C.: Rational 
Association of Boards f^f Education, 1980 ^ 

_7. Hamper, Mary Angela, ^f^uttlng It All Together . Washington, D.C.: 
National Association o'f Boards ,of Education, 1979 

__8. Let Peace and Justice 'Prevail . Washington, D.C.: National ^ . 
Catholic Educational Association, 1980 

_9. McKlnney, Sr. Mary Beiiet, OSB. Shared Decision-Making Revisited >^ , 
Ctiicagb: Archdiocese ^£ Chicago School Office, 1977 ' ^flp 

10. Murdlck, Olln, and Meyers, John F. Boards of Education: A Primer . 
Washington, ^D. C. National Association of Boards of Education 

. _„jCNCEA) . / 

_^ J 

11. O'Brien, Rev. J. Stephen, ed . The Parish; What Makes It WorkT 
Huntington, IN: Our Sunday Visitor, and Washington, D.C., 
National Catholic Educational Association, 1980 



30 



36 



i 



12. Policyi-Maker Newsletter published by tjje NatSJnal Association 
of Boards of Education, One Dupont Circle, Sui*e 350, Washington, 
D.C. 20036 



yi. 'Issues 



J. How can the distinction between policy and adiainistration 
be clearly understood?^ 

Z. How can a board attract quality menbers? 

3.* "How can factions withliv a board be avoided? 



v. 



^4. How can a trusting, open relationship between board and 
'principal be built? ^ 



^5. How can a bo^^have effective meetings? 
6'. What is the plffetor *s relationship with the board? 
7. Should boards be appointed or elected? 



How can a sense of Christian coinmunity be developed in 
a board? 



Ko^ can a good relat'idnship'between the bo^rd and the 
parish council, and with the parent association, be best 
developed? 



^10. How ^n a board develop a sense of mission regarding 
Catholic' education? 



ERIC 
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10. THE PRINCIRAL AND PARENTS 

m 

* ' m * 

It is an accepted £att In both Church teaching and American law that 

parents are the "primary educators" of their children, and that the school 

and other educational agencies exist to assist them in their task* For this 

reason, it is important that principals of Catholic schools have a clear 

* 

idea of the extent to which parents are ,to be Involved in the operation of 
the school, through communication, consultation, activities, and decision- 
making. The more this collaboration takes place, the more both family and 
school will develop a helping' relationship characterized by mutual support 
and invitations to each other to grow. . 



!• Administrative Actions to Take 

*l 1* Encourage the organization and maintenance of 

a parent association 

* 2. Plan regular parent communication procedures 

(newsletters, letters, open Aoiise, parent-teacher 
^ conferences) 

w - ^ 

3. Organize a volunteer program to invite parent 

assistance and involvement in the school 

4» Produce a Parent Handbook with the assistance of 

parents 

5. Publicly recognize parent volunteers on a regular 

* basis 



ir» Board, Policies and Decisions 



^1. Provide for on"golng communication ^nd liaison with 
patent association 



Season 



^2. Provide for representation itoai parent association, 
officers at l>oard meetings 



Spring 



Fall 



Spring 



III. Faculty Handbook ' 



J^l, PolieV regarding tWe role of parents in this 
school educational program 

Parent- teacher conferences schedule and procedures 



3. Policy on handling parent complaints 

Nature^ role> and schedule of parent association: 
. teacher involvement and ^p^ctations 

^5. teacher involvement with parent volunteers: 
duties^ limitations 



IV. Parent/Student Handbook 

^^i^ !• Nature) organization, schedule of parent association 

* 2. Schedu].e of parent-teacher conferences and report 

cards 

3« Description of parent volunteer program 



V"* Resources 



1« Diocesan of f ice 



^« Local parent association 



3* National Forum for Catholic Parent Organizations 

(Suite 350, One Dupont Circle, Washington, p.C. 20036) ^ 

Catholic Parent Organizations Program Guidebook and ' , 
Catholic Parent Organizations Handbook , Washington, D.C: 
National Catholic Educational Association, 1976 



VI. Issues 



^1, How can parents be genuinely involved' in the education of 

their children without infringing upon the proper* perogatives 
of professional educators? 



ERIC • . ^ * / 



What are effective programs for parent as^^ciatlo 

To what extent should Catholic schools try to^^seryl^ 
the needs of families ^as st^ch^.over and beyond the 
educatlx)n of their children? . * 

How can volunteers be utilized for maxlmiim benefit 
to school and faculty, avoiding Interference by, them ^\ 
In the Internal affairs of the school while prov-ldlng 
for suggestions and Insights from them?- ^ 




•. , 11. THE 'PRINCIPAL AND CHURCH AUTHORITIES 

Tfie Catholic schofti principal Is a "minister" of the. C hurch. H e/ffhe. 



serves as one of the taost Important leaders gf the Churches enterprise and 

• « 

must work in cordial coil^oration with .hierarchical Church leaders and with ^ 
y^^*^ Jleaders of other ministries. The nature of relationships m^y differ according » 
to the type of school served, e.g,» parish* diocesan, regional, or private* .p. 



Administrative Actions to Take 



J, Clarify the jobyBescr^ption ^f the principal 
, a member of/ the staff ' ' * 

_2,/ Clarify the policies for use of school 
.f^Silities by other parish groups 

'_3* Determine the involvement of the principal 
in other parish activities 

Schedule the involv^ent of the parish 
clejrgy in the activities of the school 

_^S» ^et up regiflar patterns of cocsnunicdtlon 

vith pastor(s) and other church' authorities ' 

_6. Include parish and dioxresati events in the 

yearly school calendar • ^ 



It. « Board f^olicies 



I* .1^. of school facilities by parish and 
.nftn-l 



-parish groups 



2, Relationship to appropriate parish and 
- diocesan authorities 



III- ^Faculty Handbook 



/ ^ * ^ Relatiotvship to thevparish, the ^iocese, 
ft the Church 



Season 

Fall 
Summer 

Fall 



9 



SuQnnei: 



Sunmer 
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_2.. Faculty responsibilities to tl/a local 
parish(es) 



U/a la 



JJ, Use of school facilities by other parish 
groups . • ' 



Parent/Student Handbook 

i 

^l.^ Relationship of the school to thfi parish, 
^-^^ tJhe diocese, the Church 

_2. Participation of students in parish activities 



"5^ 



Helpful Resources • * ' - 

I. Directory/Department of Chief Administrators of 

^ Catfiolic Education (CACE) « Washiftgton, D*C*: National 
Catholic Educational Association, published yearljr 

2. Harrington, Rev* Emiiret, and Glenzinski, Mary. The Principal's 

toolbox * Washington, DX.: National Catholic Educational 
Association, 1975 

^3* O'Brien, Rev. J. Stephen, ed. The Parish; What Makes It^ork ? 

iluntington, IN: Our Sunday Visitor and Washington, D.C, 
National Catholic Educational Association, 1980 

. 'a . Sharing the Light of Faithr National Catechetical Directory , 
Washington, D.CU* United jK:ates Catholic Conference, 1979 



Issues 



_1. To what ^tent should a principal, be involved, in parish 
activities? . , ' ^ 

Z. How can the parish clergy**j>e best involved in the, school? 



How c^n the priilcipal minimize the piroblems which often 
t aris^ when school fac^iliti^s are used for other parish 
activities? , ' ^ 

Ji* How <;an significant parish and* diocesan events be included 
in the school progr^? * ' ^ " 
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How can tension between the school and non-school personnel 
in the parish be eliminated? ' . 

To what extent is the concept of "total pa tholic education" 
in a parish feasible? 

How can Catholic high schools maintain good relations with 
the parishes which supply them, with students? 

• ■ i 



0 

.4 



12. THE PRINCIPAL ANp RELIGIOUS ORDERS 



4 * 



Most Catholic schools Include members of religious orders among their 



staff and/or In administrative positions. The contltiulng value o£\ religious 
teachers y as well as the unique contributions they make to Catholic schools > 
should be recognized by the principal ^ whether he/she be religious or lay* 
H\ere should be an awareness of the responsibility of the principal regarding 
the' liembers of religious orders who serve on the staff of the school* 



I. Administrative Actions 'to Take 



Clarify , contractual agreements and/or . 
placement policies i 



^2 «^ 'Communicate with community leaders regularly , 
• visit h^^q&arters * 



_3.^'Invlt 




ursity Xp^<l®rs/supervlsors to 
visit Ihe^^^oal ' 



_4v* Plan recruftrhg efforts 
5 




11 / Hoard Policies 



cognize the contribution (past 
of the rellglip'us communlty(les) 

^ tb- thev^hool 



Jl.' Clarlf^ contractual arrangements -with the 
community or with Individual religious - 

^ r 

4 

2. Approve jot> conditions for religious personnel 
^ (salary^ bene^f its , ^housing , auto, insurance, etc;) 



Season 



Spring 



Winter 



Spring 
Spring^ 



III^ Faculty Hiandfeook 



^1* Recognize th^ history and traditions b& the 
'\ religious 'communlty(jes) serving in the school 
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IV. Parent/Student Handbook 

^1. Describe the history and tradition of the 

religious consnunlt^ ^ ^ 

V. Helpful Resources 

1> Religious cocnnunity newsletter and publications 

2, Planning for Catholic Education . NCEA Papers, Series II,. 

No* 2.' Washington, D.C: National^atholic Educational 
Association ^ 

3, Retirement Programs for Religious in the U*S* Washington, D*<:.: 

National Catholic Educational Association^ 1977 

4 



VI. Issues 



1. To what degree can we plan on religious personnel in 

Catholic schools^ in the future? \^ 



2. What are the distinctive Contributions made by religious* 

to Catholic schools? . ' 

J ^3, What is the special challenge facing a lay principal of. 

a school where' there are Religious on the staff? 

^ Should religioQs receive salaries equivalent to those of 

l^y teachers? ' * 

5, How c^n a Catholic school play a significant role in 

fostering religious vocations? ^ 



\ 



4 
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13. THE PRINCIPAL AND THE LAW 
t 



Although the legal requlreaents binding Catholic schools differ from 



stat^ to state, all schools-are subject to state law In^some way, as well as 
to 'federal regulations affecting all American schools. It Is up to the 
school principal to keep him/herself infoVmed on current school law as it 
affects local Catholic sj::hools, and to be the pz^e source of information for 
faculty and board members. Fo^ specif ic matters, it is recommended that a 
principal 'consult appropriate officials in the diocesan education office, the 
stat^ Catholic conference, private school administrator associations, as well 
as local lawyers who are knowledgeable about legal matters affecting private 
schools* It is also incumbent upon Catholic school administrators to be a 
model of respect for existing law, and^ active in efforts to remove legal 
requirements which are unncecessary or unreasonable* 



I, Administrative Actions to Take 



'* * 1 . •Know and carry ouf fed^al, state, and local 
laws which apply to' Catholic schools 



2* Review pertinent laws with faculty at the 
beginning of school year 



Season ^ 



^3. Be aware of the laws and regulations 
applicable to lt}Q&l public* schools 



4 * Keep accurate records as required by law' 

* 5. "Keep the board Informed of applicable 
legal requirements 



Fall 
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f II: <B 



II: < Board Policies and Decisions 



^1. Have npn" discrimination policy renewed yearly 



Season 



Pall 



_2» Secure knowledgeable legal advisor ^ 

Fulfill other local legal requirements 
applicable to boards 



III. Faculty Handbook 



) 



1. Suzmnary of legal requirements applicable 
to faculty 




2* Philosopl\y statement^egarding the teacher 
as citizen role-^odei f or thei students 



iv. Parent/Student Handbook 



^1. Lisiting of applicable laws regarding student 
conduct, .student rights, student records, 
medications, absences, drug, tobacco, and 
^alcohol, etc. ^ 




*_l 2» iYccess to and privacy of student records 



/ 



V* Helpful Resources 



^1. Diocesan offices 
2. State Catholic conferences 



3. 



Bulletins and publications of: National Catholic Educational 
Association, Council for AmericaA Private Education, local and 
state associations of private school administrator^; United 
States Catholic; Conference, Representative for'Federal Assist- 
ance, 1312 Massachusetts Avenue, NW, Washingfon, DC 20003 
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U* Publications on school law intended fogr p(|blic school 
.,1 use may-be helpful, but must be used with care because 
of the* important differences in legal requirements on 
* ' public and private schools 

^5. Legal Educational Services Report s Washington, D.G.: l^tional 
Catholic Educational Association, Secondary Deparment, i^ued 
6 times a year \ 



c 



^6. Manno, Bruno V. How to Service Students vlth Federal Educatiion 
Program Benefits ♦ Washington, D*»*: National Catholic Educa- 
.tional Association, 1980 " * 

• 

J* Permuth, Steve, Mawdsley, Ralph, and Daly) Joseph. School Law, 
Students » and^ Catholic Education . Washington, D.C.: National 
^Catholic Educational Association, 1981 • 

^8. Private School Law Digest< ^ Dayton, OH: University of Dayton, 
issued 6 times a year 



VI . Issues ^ 

* t 

1. What law^ definitely apply tJyP^^v^^^ schools? Which ones do 

not? Which are ambiguous? How is a Catholic school principal 
"to act in the case tdiere Application to the Catholic school is 
• unclea/? 

2. How can liability suits bfe avoided in our present "sue-crazed" 

society? 

^3. How do we observe copyright laws with fairness to authors and 

^ publishers? 

l^* How are faculty and student rights protected and the common 

wdlfare of the school served at the same time? 

' 5 . What are effective grievance procedures for fatuity, parents, 
and students? 



^6. What f±e censorship tights of a school principal with regard 
to scnool publications? 



\ 
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14. THE PRINCIPAL AND GOVERNhENT AID TO NONPUBLIC STUDENTS 



The principal of a private school has the responsiblity for knowing and 
admirvistering the programs of aid available to nonpublic students from govern-^ 
ment sources. The principal is also an important leader for infonaing and 
motivating parents in the campa^lgn for suth programs. 



I. Administrative Actions to Take 



^1. Knows all current programs ^ich are available 

^2: Fulfills- requirements (records, reports, etc^X 

^3. Maintains contact with diocesan and local 
I^ublic school coordinators of nonpublic aid 
programs . , 

^4. Reviews programs for the cocking year ^ ~~ 

^5* S^ts procedure^for resolving questions and 
problems regarding aid 



Season 



^6. ^Is an active member of Citizens for Educational 
Freedom and/or othfer parent advocacy groups 
■ ■ - 

g7. Informs parents of current efforts to expand' 

(or deny) aid to nonpublic students ^ , >^ 



II. Board Policies and Actions 



1. Approves the extent of J:he school's participation 
in aid programs " '_ 



_2* Supports efforts to expand aid 



Spring 



Suimer 



III. Faculty Handbook 



* 1. Teacher responsibilibites regarding government — 

aid programs* 
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2« Encouragement to participate in advocacy efforts (CEF) 



IV. Parent/student Handbook ^Z! \ 

1. Suanaary of government aid programs available in the schools 



2. Encouragement to be' involved in advocacy groups (CEF)' 

V. Helpful Resources 

_S 1. Blum, Rev. Virgil, S.J. Catholic Parents; Political Eunchs . 

St. Cloud, MM: Media- Materials, 1972 

2. Manno, Bruno V. Hov to Service Students with Federal Education 

Program Benefits ^ Washington, D.C*: National Catholic Educational 
Association, 19a0 ^ ' 

. ■ . / 

3. Private Schools; Fact and Future . MashlAgton, D.C.: Council 

for American Private Education, 1976 

^. Tavel, David. Church-State Issues in Education . Bloomington, 

IN: Phi Delta Kappa, 1979 

^5. also, consult the following: 

Citizens for Educational Fireedom, Washington Building,^ Suite 854, 15th 

& Nc^w York Avenue, NW, Washington, DC 20005 
CouncU for American Private Education ((ifePE) , 1625 Eye St., NW, 

Washington, DO* 20006 
Diocesan Education Officer* 
State'^Catholic Conferences 



VI. Issues 



At what point are the benefits of an aid program outweighed by 
the time, work, and. controls it brings? 

J,* Do private schools surrender their independence by accepting 
^ aid for their students? 

Can a principal delegate the responsibility for administ^ing 
^verxunent programs? 
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15. THE PRINCIPAL AND PUBLIC RELATIONS 

1 ■ ^ • " 

Catholic schools have shifted from a "seller's market' , where appliCa- 

\ ^ ^ • _ 

tions outnumbered available spaces, to the present ^'buyer'^s market", when 

I 

declining births and greater parent selectivity have forced Catholic schpol 
principals into the realm of "marketing" their institujtions so as to continue 
to attract students. The need for a definite informational and promotional 
program has become clear* Such activities are also necessary to attract the 
financial resources needed for the operation of Catholic schools. 



Administrative Actions to Take 



\. Plan external communication tools: 
newsletter, brochure, parish bulletin 
inserts, handbooks 



_2. Plan-^nual public relations program 



_3« Plan recruiting program 

Make contact with local me4ia personnel 
and maintain communication with them 

_5. Plan American Education Week and Catholic 
School Week observances 

j6. Place school i^istration information 
with local tj^altors 

» 

J. Appoint Public Relations Coordinator 



II « Board Policies and Decisions 



\* Assist ^s appropirlate in school public 
relations progr^ • ^ 

2* Approve policy for recruitment and 'admission 
of children of non-parishioners and of 
non-Catholic children 
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Season 



Spring and 
Summer 



Summer 



Fall 



Fall and 
Winter 



Fall 



01 



III. Faculty Handbook 



^1. Summary of faculty Involvement In public 
relations program 

1. Faculty assistance in recruiting program 
• * 

_3. List of public relations, and recurlting 
events planned for the year . 

Encouragement to suggest pubj.icity items 
to school publit: relations coordinator 



IV. Parent/Student Handbook 



1. Appeal' to assist in school recruiting 
% program > 



-2. Name of radio i&tation which will carry 
school-closing announcemehts and other 
emergency information ' * 



V. Resources 



1, Glenzinski, Mary, and Harringtpn, Rev. Emmlt. The Principal's 

Toolbox . Washington, D.C.: National Catholic Educational 
^ Association,' 1975 

^2. Hillman^ Sheilah. Public Relations for Private Schools . 

San Francisco: Institute for Catholic Educational Leadership, 
University of San Francisco School of Education, 1976 

^3. Byrne, Robert, and Powell, Edward. Strengthening School and 

Community Relations A Reston, Virginia: National Asso'ciation 
^ of Secondary School {Principals, 1976" 

f . • " • 

Catholic School Week kits, available from NCEA. (These are 

published each year with emphasis upon the theme of the year; 
howevet, mach of the material is helpful for a continuing public 
relations program for Catholic schools.) ^ 



5. National School Public .Relations Association publications 
(1801 North Moore Street, Washington, D.C. 22209) 

• 

o . " • 52 ■ 

ERJC • . . - . 



VI • Issues 



To what extent do principles of consaerclal marketing apply to 
'public relations and recruiting for Catholic schools? 



2. How can effective public relations rectify, false expectations 
which the public may have of Cathottc schools? 

_3« What Is the best way tp find out what the public thinks of 
y6ur school? 

« * 

J^* How should a principal respond^ to negative publicity for his/her 
school? 



5. Is It possible to have too much public relations? 



J>* Uhat percent of the principal's time should be spent on public 
relations? ' 



J* How can parents and students be Involved In recruiting? ^ 
"* ^ ■ ■ 

_8. Should Catholic schools compete with each other for students^ 

can recruiting be effective without reflecting unfavorably 
upon "competing" Catholic and public schools? 




16. THE PRINCIPAL AND EVALUATION . 

Education is often said to' be a process which can be carried on as it 
has been in the past* with no real regard for the redults achieved. For 
this reason* school administrators are unfavorably compared with business ^ 
people; the latter are always concerned with the "botton^.line" and are /ble 
to see *very tangible results of their efforts in terms of profit or loss. ^ 
However^ education deals with the intangible* and results cannot be described 
with the accuracy of monetary loss and gain; nevertheless, it belongs to the 
integrity of school administrators that they use all the means possible to 
measur-e what they are doing and how they are doing it - for the maximum 
ben^it of the pupils they serve, as well as to be accountable to the public 
whose resources they are using for the operation of Catholic schools. The 
limited funds availab}.e to Catholic school leaders make this accountability 
all the more necessary. 

It is important that evaluation deals w^ith (1) students, (2)' faculty, 
(3) the administrator him/herself, and (4) the. school in general as an 
organization. This evaluation must deal both with process (how things are 
done) find with product (what is the result)'. 



I. Administrative*^ Actions to Take 
* • 1. Select tools. to evaluate: 

s 

^ a* students 

b. teaehers r . 

. c. principal 

, d. school 

^ e. board 

* 
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Season 



Spring and 
Summer 




eporting' evaluation 



Dec44^ on follow-up indicated as a result 
of the vd'rious evaluations ' * 



^4* Publicize testing results with discretion 



5, Initiate, ox cpntitiue accredition of the 

« 3c1^ool i& desirable 



7. 




J>. Work out a schedule f or* the various ' 
evaluation activities 

7. Involve staff and. board in the evaluation- 
^ process- as may be appropriate^ 

Inforp^board of evaluation, results of 
students » teacher$,^ school 





II. • Board Policiesand Decisions 



* )i* l>eci'de on priheip^^r evaluation i>rocess 

^ S > Decide x>n application for accreditation 
Vppi 



« Approve policy oh*prom5tion and 
graduation , " * 



m. Faculty Itandbook 



' 1 1 Teacher evaluation process 

2* Student testing and reporting procedures 

' 3, School evaluation process ' 



4. Acc-reditlation rcc^ulrements 



V 



JV. Pareytt/Stfldent Handbook 
* * !• Nature of school's accAditation 



4 



A 



Season 



Spring and 



ler 



Spring 



2. Student' testing program 

X 

3i. Schedule of. parent- teach^ conferences 
and report cards 



lacher conferences 



/ 

r 



^4* Requirements for prombtlo^ and gradua'tlon 



V, Resources' > ' , 

J, Publications of the National Catholic Educational Association; 

The Qualities and Competencies of the Religion Teacher 
Criteria for the Evaluation of Religious Education Programs 
The Religious Education Outcomes Inventory 
* Religious Education Knowledge, Attitudes, and Practice 

The Principal's Toolbox 

Guidelines for Selected Personnel Practices \n Catholic Schools (I) 
Giving Form to the Vision (available itf four sections: Adult » 

Elementary, Secondary, Policy-Making) 
Evaluation of Religious Formation Programs 

2* Publications of the regional accrediting associations, of the 
^ Independent Schools Association of the Central States » and of 
* the Jesuit Secondary Education Association 

3. Evaluation plaqs published by diocesan offices _ 

^ 4, Elford, Geofge.* The Catholic School in Theory and Practice . 

Washington* D.C.: National Catholic Educational Association, 1973 

TiL*^ — Issues ^ 

> . ' . . / ' 

, 1, To what degree is it possible to ftK^iuate the results of 

education? 

;» • . 

L What are the uses and abuses of standardized tests? ' - 




3. What is the principal's responsibility regarding. evaluation 
of teachers? ' * 

4* What information from student and^eacher evaluation should be 
released to the board» to parents* to faculty* to the public? 

5* How should administrators be evaluated? 

• ♦ ■ • 

6. Should nonprofessionals^ (i.e., the board) evaluate Che principal? * 
How? 
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